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How to view your Itinerary when your GDS is SABRE

Once you receive the “CTO Booked” email from DTS, follow these steps to view your
travel itinerary from the Virtually There® website.

1. Go to www.virtuallythere.com.

2. Enter your "DTS Authorization Confirmation Number" in the "Reservation code"
field. See instructions on how to obtain your DTS Authorization Confirmation
Number below.

Enter your “last name” in the “Passenger last name” field.

4. Click “View lItinerary”.
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The information entered does not match a valid reservation. The Reservation Code or the Passenger’s Last Name may have been entered incorrecthy, or the resens
have expired. Please try again. If vou need assistance, please contact your travel arranger.
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Looking for your itinerary? Just enter your reservation code and last name into the form to the [eft and we'l pull
it up.
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5. You will be required to enter your email address. Note that you may only access your
itinerary on the Virtually There® website if you have a valid email address in your
DTS profile. You must enter the email address found in your DTS Profile, if you are
unsure of your email address, go into your document under Additional Options. Your
email address can be found in the address information.

6. Click “Submit”.
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7. Your Travel Information will populate.

8. You may email or print your itinerary.

9. Once the reservation has been ticketed by your CTO you can print your electronic
ticket receipt.
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handheld Thu, Sep 9: AMERICA WEST AIRLINES, HP 0854
¥ Flight notification From: WASHINGTON DULLES, DC {JAD) & map Departs: 7:30am
P Wigh phone access Gate: Check for latest information
b Wireless handheld To: PHOENIX, AZ (FHX) & map Arrives: 3:21am
Arrival Terminal: TERMINAL 4
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N Meal: Food for Purchase Ssmoking: Mo
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Obtain Confirmation Number from DTS

screen under Air Travel: Confirmation.

How to view your Itinerary when your GDS is SABRE

Your DTS Authorization Confirmation Number can be found on the trip “Preview”

Logged In As:  Eric Bailey Document Mame: EBCHICAGOIL10Z504_401
Traveler Mame: Eric Bailey Document Type:  Authorization
% Defense Travel syStem Itinerary  Travel Expenses
A New Era of Government Travel

six letters.

Itinerary: Leave From: RES: SPRINGFIELD, Wi
Wigw TOTAD Location:  SEQULKOR
Arrive: 25-5ep-04
Leave: 26-3ep-04
air Travel: Carrier: Delta air Lines Inc, (DL)
View Flight: 5101
Fare: $1,760.80
Airport Passenger facility charge included in ticket price.
Facility Charge: $13.50

Reimbursement:
Confirmation:

FITGRS
F ITGRE-CE,

Ticket:
Air Trawel: Carrier: Delta air Lines Inc, (DL)

Flight: 7850

Depart: #TL-Atlanta, Ga (Usa) (Hartsfield
Int'L.
ZB-5ep-04  1:00PM

Arrive: ICH-Seoul, Rep, Of Korea
26-5ep-04  :6EPM

whethod of GONWCC

Reimbursement:

Ticket: FITGRS-CP

Screen 1D: 1064.3 Closs Windom

Help far this screen

Accounting = Additional Options

Pre-Audit Other Auths. Digital Signature

SABRE Confirmation Numbers also referred to as “PNR Locators” are made up of

Comments to the
Travel Agent:
SEAT PREFEREMCE: 4B

Depart: DCa-washington, Do (Usa) (Mational
Apt)
ZB-5ep-04  9:13EAM

Arrive: ATL-Atlanta, Ga (Usa) (Hartsfield
Int'L.
26-5ep-04 112140

wethod of GOVCC
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